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1.  GOVERNANCE AND ADMINISTRATION  

Public libraries in Kentucky are established according to Kentucky Revised Statutes, Chapters 
65, 67 or 173. Boards of trustees have been created by law to act as governing bodies for the 
library. Library board members are public officials who provide the leadership and vision 
necessary for effective and efficient operation of the library and for following sound practices of 
planning, administration, management, and funding. Directors and staff use sound library 
administration and management practices to apply the policies and statutory obligations of the 
governing board to the daily operations of the library. 

1.1 The Library and the Board are legally established and operate in compliance  
 with all local, state, and federal laws and regulations. 

ESSENTIAL 

1.1.1 The Board has approved bylaws. 

1.1.2 The Board employs a Director who holds an appropriate certificate of librarianship issued 
 by the Kentucky State Board for the Certification of Librarians. 

1.1.3 Board appointments and terms are in accordance with the Kentucky Revised Statutes 
           under which they were established. 

1.1.4 Vacancies are filled within 90 days of vacancy. The Board elects officers at least every 
 two years. 

1.1.5 The Board meets monthly at a regular day and time and in a physically accessible 
 location. 

1.1.6 Board meetings are conducted as open meetings in accordance with KRS 61.80-  
 61.850. 

1.1.7 The Library provides public access to board meeting minutes, financial statements, 
 budgets, annual reports, policies and other documents in accordance with KRS 61.870-
 61.884. 

1.1.8 The Board and Director comply with statutory reporting requirements of local, state, and 
 federal agencies and the Kentucky Department for Libraries and Archives (KDLA). 

1.1.9 The Board and administrative staff are familiar with and in compliance with federal, 
 state, and local laws which affect library operations, such as minimum wage, hiring 
 practices, unemployment compensation, privacy, accessibility, open records, etc. 

1.1.10 The Director monitors statutory changes and recommends any policy changes needed to 
 maintain legal library operations. 

ENHANCED 

1.1.11 The Board has approved bylaws that are reviewed at least every three years. 
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EXEMPLARY 

1.1.12 Board membership represents a broad spectrum of community interests, occupations, 
 and geographic areas. The Board reflects the demographics of the population served by 
 the library including age, gender, and race. 

 
1.2 The Board and Director provide the leadership needed to insure sustained 
 funding and to continually improve library services. 

ESSENTIAL 

1.2.1 The Board approves written policies for all aspects of library service and operation. The 
 Director develops procedures for implementation of the policies and manages daily 
 operation. 

1.2.2 The Board provides for the continuing education of the Director including payment for 
 workshop/conference attendance and membership in the Kentucky Library Association 
 [KLA]. 

1.2.3 The Director attends at least one state, regional or national library conference each 
 year. 

1.2.4 The Board conducts annual performance evaluations of the Director. 

1.2.5 New Board members receive an orientation that includes a review of Board bylaws, 
 policies and practices, a description of library policies and services, and a tour of library 
 facilities. They also receive a copy of the Kentucky Public Library Trustee Manual. 

1.2.6 The Director is present at all board meetings. 

1.2.7 The Director prepares monthly reports for the Board to keep them advised of library 
 operations including programs and services, statistics, and personnel, as well as external 
 factors affecting libraries, such as state or federal legislation. 

1.2.8 Board members participate in continuing education activities such as those offered by 
 KDLA, KLA, and the Kentucky Library Trustees Roundtable. 

ENHANCED 

1.2.9 The Board employs a Director with a Master’s Degree in Library Science (MLS/MLIS). 

1.2.10 The Library pays for membership in the American Library Association/Public Library 
 Association [ALA/PLA] for the Director. 

1.2.11 The Library recognizes the importance of continuing education for its board members by 
 providing membership in KLA/KLTRT and paying expenses for attendance at workshops 
 and conferences. 
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1.2.12 All Board members are working toward trustee certification from the Kentucky State 
 Board for the Certification of Librarians OR two or more Board members participate in at 
          least one continuing education activity. 
 

1.2.13 Board members, the Director, and key library staff are actively involved in community 
 organizations such as Kiwanis, Chamber of Commerce, Lions, Rotary, planning 
           committees, historical societies, and other nonprofit organizations. 

1.2.14 The Board and Director keep local, state, and federal elected officials informed of 
legislation (as identified by the KPLA Advocacy Committee and ALA) affecting library 
funding and educated about needed appropriations. 

EXEMPLARY 

1.2.15 The Board employs a Director with a Masters Degree in Library Science (MLS/MLIS) and 
 at least five years of public library experience. 

1.2.16 The Board actively recruits candidates for board membership with expertise needed for 
 future library development, such as legal, marketing, and insurance expertise, or to 
 represent a specific segment of the population. 

1.2.17 The Board and Director regularly participate in KPLA advocacy activities. 

1.2.18 The Board and Director participate in national issues, such as Intellectual Freedom and 
 Censorship, supporting libraries by communicating with their legislators. 

1.2.19 All Board members hold trustee certification from the Kentucky State Board for the 
 Certification of Librarians OR all Board members participate in at least one continuing 
          education activity in the 2010-2011 year. 
 
1.2.20 The Board will appoint a representative to participate on the KLTRT. 

 
1.3 The Library has fiscal procedures and financial management practices 
 consistent with generally accepted accounting practices and designed to 
 support the library’s growth and development. 

ESSENTIAL 

1.3.1 The Board maintains or increases the library’s financial support each year. 

1.3.2 The Director and/or budget committee prepare an annual budget with input from board 
 members and staff. The budget includes line items for personnel, collection, operations, 
 and capital outlay. The Board approves the budget and files it in accordance with the 
 Kentucky Revised Statutes. 

1.3.3 The Library’s finances, including all funds received and expended, are audited as 
 required by Kentucky Revised Statutes. 
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1.3.4 The Library complies with applicable federal, state, and local purchasing regulations. 

1.3.5 The Board maintains appropriate insurances including property, liability, unemployment, 
 workers’ compensation. 

1.3.6 The Library maintains a three month reserve of salaries and benefits. 

ENHANCED 

1.3.7 The Library regularly applies for federal, state, or special grants, or seeks private 
 support to provide for enhancements to basic services. 

1.3.8 The Library maintains a reserve of three months’ operating expenses. 

EXEMPLARY 

1.3.9 The Library exceeds the state average for per capita income as reported in the most 
 current Statistical Report of Kentucky Public Libraries (available on KDLA’s website).  

1.3.10 The Board works with the community to establish and maintain a foundation or 
 endowment to provide funding for enhancements to basic services.  

1.3.11 The Library maintains a reserve of six months’ operating expenses. 

 
1.4 The Library has a visionary strategic plan that guides management and 

 organizational decisions. 

ESSENTIAL 

1.4.1 The Library has completed a recognized strategic planning process, such as PLA’s 
 Strategic Planning for Results, that is based on a review and assessment of community 
 needs.  The plan has been approved by the Board. 

1.4.2 The strategic plan includes a statement that describes the purpose and priorities of the 
 library, its service goals, measurable objectives, and a timetable for implementation. 

1.4.3 Community stakeholders have received a copy of the written plan. 

1.4.4 The budget reflects the priorities selected during the strategic planning process. 

1.4.5 The Director is given authority to expend funds as budgeted to operate the library and 
 implement the strategic plan. 

ENHANCED 

1.4.6 The strategic plan is reviewed and updated annually by the Director and the Board to 
 monitor progress to insure the plan's continued relevance and allocate or reallocate 
 resources as required. 
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1.4.7 The strategic plan is based on a needs assessment completed within the last five 
 years that included community input on hours, services, programs, and collections. 

1.4.8 The Library’s Strategic Plan is accessible on the Library’s Web site. 

EXEMPLARY 

1.4.9 The Board receives a quarterly update of the library's progress in meeting the plan's 
 goals and objectives from the Director. 

1.4.10 The strategic plan is based on a needs assessment completed within the last three 
 years that included community input on hours, services, programs, and collections.  

 
1.5 The Board has written policies to govern Board and Library operation.  
 
ESSENTIAL 

1.5.1 The Board has adopted Board policies including such topics as: conflict of interest, 
 ethics, media communications, etc. 

1.5.2 The Board has adopted personnel policies including such topics as: hiring, evaluation, 
 salary, retirement, employee conduct, etc. 

1.5.3 The Board has adopted circulation policies including such topics as: loan periods, fines, 
 overdues, etc. 

1.5.4 The Board has adopted collection development policies including such topics as: 
 intellectual freedom, gifts and donations, weeding, etc. 

1.5.5 The Board has adopted facility use policies including such topics as: accessibility, 
 displays, meeting room use, etc. 

1.5.6 The Board has adopted public safety policies including such topics as: unattended 
 children, inappropriate behavior, emergency and disaster, etc. 

1.5.7 The Board reviews all policies at least every five years, updating as needed. 

ENHANCED 

1.5.8 The Board reviews all policies at least every three years, updating as needed. 

EXEMPLARY 

1.5.9 The Board reviews all policies every year, updating as needed. 
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2. HUMAN RESOURCES 
 

The success of virtually every program and service of the library depends upon having a skilled, 

motivated staff.  In order to recruit and retain such a work force, the Library must seek out the 

most qualified candidates, offer competitive salaries and benefits, support ongoing training and 

professional development opportunities, and provide a work environment that insures equitable 

treatment for all employees. 

 

2.1 The Library employs the appropriate number of qualified employees to staff 

 the library during all hours of operation.  

ESSENTIAL 
 
2.1.1 At least 50% of the library’s total operating expenditures are personnel expenditures. 
 
2.1.2 The Library employs at least one FTE staff person per 4000 people in the service  area. 
 
2.1.3 All full-time employees who provide library information services are working toward 
 certification from the Kentucky State Board for the Certification of Librarians.  
 
2.1.4 A minimum of two employees are on duty during all service hours, one of them 
 certified.   
 
2.1.5 The library staff reflects the demographic makeup of the community.   
  

ENHANCED 
 
2.1.6 The Library employs at least one FTE staff person per 3000 people in the service area. 
 
2.1.7 At least 15% of the full time staff has an MLS/MLIS degree. 
 
2.1.8 All full-time employees who provide library information services hold the certification 
 from the Kentucky State Board for the Certification of Librarians. 
 
2.1.9 Each area of public service has certified staff available during all library hours. 
 
2.1.10 New staff orientation includes diversity awareness. 

 
EXEMPLARY 
 
2.1.11 The Library employs at least one FTE staff person per 2000 people in the service area. 
 
2.1.12 At least 20% of the full-time staff have an MLS/MLIS degree.   
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2.1.13 All part-time employees who provide library information services hold certification from 
 the Kentucky State Board for the Certification of Librarians.  
 
2.1.14 Each area of public service has at least one employee classified as “professional” or who 
 holds Professional certification on duty during all library hours. 
 
2.1.15 The Library will provide diversity training to the staff every two years. 
 
 
2.2 The Library follows generally accepted employment practices and procedures 
 that insure equitable treatment of all employees and comply with local, state, 
 and federal employment law. 
 
ESSENTIAL 

2.2.1 The Library has written and adopted at least 50% of the personnel policies 
 recommended in Appendix A. 
 
2.2.2 The Library has written ADA-AA compliant job descriptions for each position that include 
 job duties, education and experience requirements.  
 
2.2.3 A member of Library administration attends employment law training annually. 
 
2.2.4 All employees receive an annual performance review. 
 
ENHANCED 

2.2.5 The Library has written and adopted all of the personnel policies recommended in 
 Appendix A. 
 
2.2.6 The Library makes available to all staff a written personnel policy manual approved by 
 the Board.  
 
2.2.7 The Library designates a staff member responsible for Human Resource services or 
 employs at least 0.5 FTE Human Resource Specialist per 50 employees.  
 

EXEMPLARY 

2.2.8 The Library maintains written policies and job descriptions for volunteers. 
 

2.3 The Library offers salaries and benefits that attract and retain qualified 

 employees. 

ESSENTIAL 

2.3.1 The Library offers comparable salaries to those of county, municipal, school, academic 
 and private workers in the community. 
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2.3.2 The Library provides paid vacation, holiday, and sick leave to all full time employees. 
 
ENHANCED 
 
2.3.3 The Library offers comparable salaries to those of public libraries in similar communities 
 in the state. 
 
2.3.4 The Library provides health insurance and a retirement plan for all full time employees. 

 
EXEMPLARY 
 
2.3.5 The Library offers comparable salaries to those of similar public libraries nationwide. 
 
2.3.6 The Library offers a variety of additional benefits such as dental, vision, life, or disability 
 insurance. 
 
2.3.7 The Library offers selected benefits to part time employees. 
 

2.4 The Library provides for training and professional development for all library 

 employees. 

ESSENTIAL 
 
2.4.1 Employees are provided release time and all costs are paid for continuing education 
 activities required for obtaining or renewing required certification. 
 
2.4.2 The Library provides an orientation and training program for all new employees. 

 
ENHANCED 

 
2.4.3 The Library provides regular in-house opportunities for ongoing staff development.  
 
2.4.4 The Library designates a staff member to train volunteers and insures that all volunteers 
 are properly trained. 
 
EXEMPLARY 
 
2.4.5 The Library pays for membership in KLA/KPLA for all full-time employees classified as 
 “professional” or who hold Professional certification. Participation in KLA/KPLA activities 
 is encouraged and supported with funding and release time. 
 
2.4.6 The Library provides at least one in-house training activity for all staff per quarter. 
 
2.4.7 The Library offers at least a partial tuition reimbursement program for certified staff 
 obtaining a Master’s Degree in Library Science. 
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3. COLLECTIONS 
 
Kentucky’s public libraries should provide a wide range of materials in all formats to meet 

customer needs.  These standards recognize that developing a current, healthy collection can 

be a difficult task without adequate funding. This section recommends minimum levels of 

funding and holdings per population served as one way to measure the effectiveness of the 

library’s collection. 

 

3.1 The Library follows generally accepted policies and practices for material 

 selection, acquisition, cataloging, and collection maintenance. 

ESSENTIAL 

3.1.1 The Library has a written, board-approved collection development policy, updated within 

 the past five years, that supports the priorities and goals of the library’s strategic plan.  

 The policy includes: 

 Intellectual freedom statement 
 Selection and weeding criteria for all collections and formats 
 Policy for accepting gifts and donations 
 Policy for handling challenges to materials 

 

3.1.2 The Library has a procedure for addressing customer requests to add materials to the 

 collection. 

3.1.3 The Library places orders at regular intervals throughout the year to insure a steady 

 flow of new materials. 

3.1.4 All materials are cataloged using Anglo-American Cataloging Rules, 2nd Ed. (AACR2) and, 

if automated, Machine Readable Catalog (MARC) format, or currently recognized 

standards. 

3.1.5 The entire library collection is weeded at least every three years. 

ENHANCED 

3.1.6 The Library utilizes at least two professionally recognized review sources such as 

 Booklist or Library Journal for material selection. 

3.1.7 The Library utilizes electronic resources in selecting materials. 

3.1.8 The entire library collection is weeded at least every two years. 
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EXEMPLARY 

3.1.9 The entire library collection is weeded annually. 

 

3.2 The Library provides a wide range of materials in sufficient quantity to meet 

 community needs.  The collection is current and represented in a variety of 

 formats including books, periodicals, electronic subscriptions, DVDs, and 

 audiobooks. 

ESSENTIAL 

3.2.1 The Library spends at least $2.25 per capita for collection materials. 

3.2.2 The number of items in the library’s non-print collection is at least 4% of the total 

 materials collection. 

3.2.3 The Library adds and withdraws at least 3% of its circulating collection each year. 

3.2.4 At least 15% of the items in the library’s circulating collection were published in the last 

 five years. [Excluding non-circulating material.] 

ENHANCED 

3.2.5 The Library spends at least $4.50 per capita for collection materials. 

3.2.6 The number of items in the library’s non-print collection is at least 6% of the total 

 materials collection. 

3.2.7 The Library provides remote access to databases to meet local demand for information, 

 excluding those provided by KYVL. 

3.2.8 The Library adds and withdraws at least 4% of its circulating collection each year. 

3.2.9 At least 25% of items in the library’s circulating collection were published in the last five 

 years. [Excluding non-circulating material.] 

3.2.10 The Library provides materials for special population groups such as foreign language 

 speakers, home school families, and adult new readers. 

3.2.11 The Library provides materials in a variety of formats to insure equal access for 

 customers of all ages with disabilities.  Examples include large print books, books in 

 Braille, unabridged audio books, closed-captioned/described/signed videos. 
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3.2.12 The Library provides access to downloadable materials such as e-books, e-audios, 

 and/or e-videos. 

EXEMPLARY 

3.2.13 The Library spends at least $6.75 per capita for collection materials. 

3.2.14 The number of items in the library’s non-print collection is at least 8% of the total 

 materials collection. 

3.2.15 The Library adds and withdraws at least 5% of its circulating collection each year. 

3.2.16 At least 30% of items in the library’s circulating collection were published in the last five 

 years. [Excluding non-circulating material.] 

 

4. SERVICES 

Libraries are active providers of information services, reader’s advisory services, educational 

support, youth and children’s services, and programs. Well-qualified and trained library staff 

plays an essential role in delivering these effective services and programs to all members of the 

community. Extension services and outreach programs make resources as widely available as 

possible, while technology enables remote access and expands the collection to include material 

held by other libraries. These standards recognize the importance of a library’s service program 

including alternative access for those unable to use traditional library resources. 

 

4.1 The Library offers a variety of services and programs to meet the needs of the 

 community. 

ESSENTIAL 

4.1.1 The Library allows customers to renew and reserve materials, in person and by phone, 

 during all library service hours. 

4.1.2 The Library provides reference services, in person and by phone, during all library 

 service hours. 

4.1.3 The Library provides reader’s advisory services, in person and by phone, during all 

 library service hours. 

4.1.4 The Library participates in interlibrary loan with other Kentucky libraries. Customers are 

 offered interlibrary loan service whenever materials are not available locally. 

4.1.5 The Library provides a regular schedule of programming for children. 
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4.1.6 The Library hosts field trips, tours, and/or class visits. 

4.1.7 The Library provides a photocopier or scanner for public use. Copyright restrictions are 

posted as appropriate. 

ENHANCED 

4.1.8 The Library provides reference services via email. 

4.1.9 The Library provides a regular schedule of programming for adults. 

4.1.10 The Library provides a regular schedule of programming for young adults. 

4.1.11 The Library visits local elementary schools to promote the summer reading program. 

4.1.12 The Library regularly submits its bibliographic records and holdings to OCLC in support 

 of interlibrary loan [Kentucky Resource Sharing Program administered by KDLA]. 

4.1.13 The Library provides audiovisual equipment such as a screen, LCD projector, overhead 

 projector, and DVD equipment for public use in the meeting room. 

4.1.14 The Library provides formal instruction in the use of library resources and equipment to 

 school classes and community groups. 

4.1.15 The Library makes space available for meetings and exhibits. 

EXEMPLARY 

4.1.16 The Library provides a regular schedule of programming for target populations such as 

 older adults, homeschool families, and specific ethnic groups. 

4.1.17 The Library considers community demographics, the mission of the library, and the 

 availability of programming from other organizations in the community when planning 

 programs. 

4.1.18 The Library regularly partners with other social, cultural, and recreational organizations 

 in the community to offer programs. 

4.1.19 Basic library publications are translated into predominant community languages. 

 

 

4.2 The Library insures that its services and resources are as widely available as 

 possible to all members of the community. 
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ESSENTIAL 

4.2.1 The Library system offers at least the following number of unduplicated hours: 

Population Unduplicated Hours 

0-39,999 35 

40,000-74,999 48 

75,000 and up 60 

 

4.2.2 The Library offers at least the following number of evening and weekend hours: 

Population Evening [after 5pm] Weekend [Saturday/Sunday] 

0-39,999 3 4 

40,000-74,999 6 6 

75,000 and up 9 8 

 

4.2.3 The Library has automated recordings in use during closed hours to inform the public of 

 the library's service hours. 

4.2.4 The Library provides a method to return materials 24 hours a day. 

4.2.5 The Library provides public programs free of charge and in physically accessible 

 locations. 

4.2.6 The Library has a plan to provide materials and services to all residents of the service 

area which may include homebound service, deposit collections, bookmobile service, 

books by mail, and/or programs outside the library. 

ENHANCED 

4.2.7 The Library provides a cellular phone for staff providing outreach services. 
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4.2.8 The Library offers at least the following number of unduplicated service hours: 

Population Unduplicated Hours 

0-39,999 40 

40,000-74,999 54 

75,000 and up 65 

 

4.2.9 The Library offers at least the following number of evening and weekend hours: 

Population Evening [after 5pm] Weekend [Saturday/Sunday] 

0-39,999 6 8 

40,000-74,999 9 8 

75,000 and up 12 8 

 

 

EXEMPLARY 

4.2.10 The Library offers at least the following number of unduplicated service hours: 

Population Unduplicated Hours 

0-39,999 48 

40,000-74,999 60 

75,000 and up 70 

 

4.2.11 The Library offers at least the following number of evening and weekend hours: 

Population Evening [after 5pm] Weekend [Saturday/Sunday] 

0-39,999 12 12 

40,000-74,999 15 12 

75,000 and up 18 12 
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4.3 The Library complies with all appropriate laws, especially the Americans with 

 Disabilities Act (ADA), to make its materials, services and programs available 

 to customers with disabilities. 

ESSENTIAL 

4.3.1 Library furniture, equipment and shelving are arranged to meet minimum ADA standards 

 for aisle width [36”] and wheelchair access [27” knee clearance]. 

4.3.2 The Library maintains a collection of low-tech assistive devices such as magnifiers, 

  boldwrite pens, etc. 

4.3.3 All library buildings have at least one public computer workstation that is wheelchair 

 accessible. 

4.3.4 The Library provides the necessary accommodations to enable customers with 

 disabilities to participate in programs and advertises such accommodations in the 

 program announcement. 

4.3.5 The Library promotes the services of the Kentucky Talking Book Library [KTBL] using 

 flyers, posters and verbal recommendations. Applications for KTBL are available at the 

 library. 

ENHANCED 

4.3.6 All library buildings offer multiple public computer workstations that are wheelchair 

 accessible. 

4.3.7 The Library insures that the community is aware of its special accessibility 

 services/features by regularly publicizing them through handouts, press releases, etc. 

EXEMPLARY 

4.3.8 The Library web page is designed to meet the Web Content Accessibility Guidelines 

 published by the Web Accessibility Initiative [WAI] of the World Wide Web Consortium 

 [W3C]. [For guidelines, visit www.w3.org/WAI] 

4.3.9 The Library has a TTY/TDY machine to permit access to people with hearing disabilities 

 and staff trained in its use. 

4.3.10 The Library provides Closed Circuit Television [CCTV] for high magnification of printed 

 materials. 

4.3.11 The Library provides at least one universally accessible computer workstation for  

  customers with disabilities.  



 17 

4.3.12 The Library provides interpreting services at all major events and at other programs 

 where the need is anticipated. 

 

4.4 Library staff members have the qualifications and are adequately trained to 

            provide high quality library service. 

ESSENTIAL 

4.4.1 The Library provides staff trained to assist customers with the Internet, Online Public 

 Access Computers [OPAC], online databases and other electronic resources during all 

 hours the library is open. 

4.4.2 The Library provides staff trained in reference work, including reference work with 

 children, during all hours the library is open. 

ENHANCED 

4.4.3 The Library provides a trained children’s specialist with appropriate certification in each 

 of its facilities. 

4.4.4 The Library provides staff trained in reader’s advisory services during all hours the 

 library is open. 

4.4.5 The Library provides staff trained to assist customers with disabilities in the effective use 

 of assistive devices and adaptive software used in the library. 

EXEMPLARY 

4.4.6 The Library provides a trained young adult specialist with appropriate certification on its 

 staff. 

4.4.7 The Library provides multilingual staff reflective of predominant community languages. 

4.4.8 The Library provides a reference librarian with an MLS or equivalent in each library 

 facility during all hours the library is open. 

4.4.9 The Library provides a youth services librarian in each library facility during all hours the 

 library is open. 

4.4.10 The Library provides staff who can communicate in American Sign Language [ASL]. 
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5. FACILITIES 

 

The appearance of public libraries directly affects community use. They should be large enough 

to adequately meet the needs of the service population. The library interior should have a 

flexible design to allow for changes in the service needs of the community. They should be 

conveniently located, aesthetically pleasing, have ample parking, and be free of physical barriers. 

 

5.1. Library facilities provide sufficient, appropriately designed space 

to accommodate library services and programs. 

 

ESSENTIAL 

 

5.1.1 The Library provides adequate total square footage of floor space for its service 

population:  

 

Population Total Square Ft. 

Less than 25,000 7,000 SF or .7 SF per capita, whichever is greater 

25,000 or more 17,500 SF or .6 SF per capita, whichever is greater 

 

5.1.2 The Library provides designated space for children’s service and materials. 

 

5.1.3 The Library meets the state standard of at least one parking space per 500 square feet 

of library space.  

 

5.1.4 The Library has up-to-date wiring and adequate access to electrical and data outlets to 

support current technology. 

 

5.1.5 The Library has enough space to plan, prepare, and deliver programming called for by 

its strategic plan without affecting other library services.  

 

5.1.6 The Library has an area for staff breaks that is physically and visually separated from 

any staff workspaces.   
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ENHANCED 

 

5.1.7 The Library provides at least eight tenths (0.8) of a square foot of library space per 

capita.  

 

5.1.8 The library provides designated space for young adult services and materials. 

   

5.1.9 The Library provides at least one parking space per 400 square feet of library space. 

 

5.1.10 The Library provides a public meeting room.   

 

EXEMPLARY 

 

5.1.11 The Library provides at least one (1) square foot of library space per capita. 

 

5.1.12 The Library provides at least one parking space per 300 sq. ft. of library space. 

 

5.1.13 The Library has a current plan for anticipated facility renovation, expansion, and/or 

construction. 

 

5.1.14 The Library provides an inviting and flexible environment with adequate space for quiet 

study, play, and programs. 

 

 

5.2 Library facilities are accessible, safe, and well maintained.  

 

ESSENTIAL 

 

5.2.1 Library facilities meet all applicable building, fire, and safety codes. 

 

5.2.2 The Library has conducted an accessibility assessment and library facilities comply with 

applicable standards of the Americans with Disabilities Act (ADA). [For an accessibility 

checklist, go to w w w . a d a . k y . g o v ]  

 

5.2.3 The exterior of the building is appropriately lighted and identified with signs clearly 

visible from the street. 

 

5.2.4 Hours of library service are posted at each public entrance. 

 

http://www.ada.ky.gov/
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5.2.5 Interior signs identify the library’s service areas and collections. 

 

5.2.6 The Library has a schedule for regular maintenance of the building and grounds. 

 

5.2.7 The parking areas and entrances are lighted well enough, with no pools of deep 

shadow, to provide safe entry and exit (about three foot candles). 

 

ENHANCED 

 

5.2.8 The Library entrance includes a manually operated automatic door opener. 

 

5.2.9 The Library maintenance plan includes a schedule for refurbishing existing facilities 

including: carpet, painting, furniture replacement, HVAC, and other equipment.  The 

maintenance plan also includes an explicit, written financial plan for paying for the work. 

 

5.2.10 The Library has an electronic building security system. 

 

 

6. TECHNOLOGY 

 

Information technology is an integral part of today’s public library service. It is the responsibility 

of every public library to provide access to information in a timely manner and an appropriate 

format. The library meets this need by providing trained staff, up-to-date technology, and 

adequate communications that provide quick, reliable connections. 

 

6.1 The Library insures that workstation, network, and server hardware and 

 software is up-to-date and reliable. 

ESSENTIAL 

6.1.1 The Library has a written, Board-approved, technology plan that addresses the 

implementation and maintenance of all hardware, software, and network equipment. 

[KDLA’s Technology Plan information can be found at: http://kdla.ky.gov/librarians/ 

programs/Pages/AutomationandTechnology.aspx] 

6.1.2 The technology plan includes provisions for the proper disposal of all used equipment. 

6.1.3 The plan is reviewed every three years and is filed with the appropriate staff at KDLA.   

6.1.4 The Library allocates sufficient funds to maintain, upgrade, and replace hardware and 

 software on a regular schedule. 
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6.1.5 The Library has a dedicated Internet connection that supports simultaneous use by 

 multiple workstations. 

6.1.6 The Library spends 0.5% of its total operating expenditures on technology annually.  

[Includes replacing equipment, providing internet access, website maintenance, security, 

automation system, and back up services.] 

ENHANCED 

6.1.7 The Library has a schedule and allocates funds to replace or upgrade computer  

 equipment every five years. 

6.1.8 The Library has a local area network [LAN] linking all workstations as appropriate.  

6.1.9 The Library provides a dedicated Internet connection that supports simultaneous use by 

 all computer workstations while running intensive broadband applications. 

6.1.10 The Library provides wireless Internet access to its patrons at all locations. 

6.1.11 The Library spends 1% of its total operating expenditures on technology annually.  

[Includes replacing equipment, providing internet access, website maintenance, security, 

automation system, and back up services.] 

EXEMPLARY 

6.1.12 The Library has a schedule and allocates funds to replace computer equipment every 

 four years. 

6.1.13 All public and staff computers have a current version of the operating system software 

 [e.g. Windows or Linux]. 

6.1.14 The Library spends 2% of its total operating expenditures on technology annually.  

[Includes replacing equipment, providing internet access, website maintenance, security, 

automation system, and back up services.] 

 

6.2 The Library follows generally accepted policies and practices for operating 

 and maintaining workstation, network, and server hardware and software. 

ESSENTIAL 

6.2.1 The Library has anti-virus protection installed on servers and workstations and checks 

 regularly for virus updates. 

6.2.2 The Library monitors and protects its network with appropriate security measures such 

 as firewalls and authentication processes. 
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6.2.3 Workstations receive regular maintenance including removal of unauthorized software, 

 cookies, and temporary files. 

6.2.4 Operating systems and application software are regularly kept up-to-date with critical 

 updates and patches. 

6.2.5 Backups are conducted on a regular basis. Copies of the backups are stored in a 

 fireproof location off site. 

6.2.6 The Library houses network and server equipment in a non-public, secured area. 

6.2.7 The Library maintains an accurate inventory of all computer equipment. 

ENHANCED 

6.2.8 The Library houses the computer servers in a separate room with separate climate 

 control. 

EXEMPLARY 

6.2.9 The Library houses network equipment, such as servers, hubs, and routers, in a secure 

 [lockable], climate-controlled room specially equipped for the purpose, e.g. isolated 

 ground circuits and data racks. 

 

6.3 The Library utilizes current and emerging technologies to expand its service 

  capabilities. 

ESSENTIAL 

6.3.1 The Library has an integrated library system [ILS], or is part of a shared ILS, that 

 includes an online catalog, circulation and cataloging. 

6.3.2 The Library provides access to the Kentucky Virtual Library (KYVL). 

6.3.3 The Library provides at least one public access workstation per 2500 population. 

 (Laptops that can be circulated may be counted as workstations.) 

6.3.4 The Library has a formally adopted Internet Acceptable Use policy which is reviewed 

 annually. 

6.3.5 If the Library filters Internet content, it has a policy and procedure in place to allow 

 customers unfiltered access to legitimate information. 

ENHANCED 

6.3.6 The Library provides remote access to online databases. 
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6.3.7 The Library maintains a Web page that includes Library hours, phone numbers, services, 

 and other basic information. The Web page is updated at least monthly. 

6.3.8 Customers can remotely review their accounts, including items checked out and money 

 owed, renew items, and place holds on items. 

6.3.9 The Library provides remote access to the library’s catalog 24 hours per day, seven 

 days per week. 

6.3.10 The Library provides at least one public access workstation per 2000 population. 

 (Laptops that can be circulated may be counted as workstations.) 

EXEMPLARY 

6.3.11 The Library provides an integrated Web site with interactive content, such as program 

registration, meeting room reservations, and customer initiated interlibrary loan. 

6.3.12 The Library provides access to online distance learning and/or video conferencing. 

6.3.13 The Library offers self-checkout as an option for customers. 

6.3.14 The Library provides at least one public access workstation per 1500 population. 

 (Laptops that can be circulated may be counted as workstations.) 

 

6.4 The Library employs personnel who have the qualifications and training to 

 install, operate and maintain workstation, network, and server hardware and 

 software. 

ESSENTIAL 

6.4.1 The Library has access to person[s] trained to install and support computer hardware 

 and software. Staff is trained on basic network maintenance and support. 

6.4.2 The Library allocates funds for ongoing staff technology training. 

6.4.3 The Library maintains at least one publicly advertised email account that is monitored 

 during all hours of operation. 

6.4.4 The Library has a designated location for storing current licenses for all software that is 

 purchased and used. 

ENHANCED 

6.4.5 The Library has a staff member with responsibility for computer maintenance and 

 support as part of their job description. 
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6.4.6 The Library’s key staff members have email accounts and workstations with dedicated 

 Internet connections. 

6.4.7 The Library provides computer workshops or training sessions for all library staff. 

6.4.8 The Library maintains a unique Internet domain name which is used for any Web 

 presence or email accounts. 

EXEMPLARY 

6.4.9 The Library employs a full-time staff person with formal training in information 

 technology to manage the Library’s computer network. 

6.4.10 The Library has a plan for cross-training, so that more than one staff member 

understands critical elements of technology. 

 

7. MARKETING/PUBLIC RELATIONS  
 
The purpose of library marketing is to increase community awareness of the library’s products 
and services. Library marketing involves the promotion of intangible services and tangible 
products. Effective marketing has two major components: strategy and tactics. Strategy 
incorporates determining the target customer, choosing the right product and services for those 
customers, and distributing the product and services through proper channels. Tactics are the 
activities by which the strategy is accomplished. A successful public relations program sends a 
positive message through the appropriate medium to the right audience at the proper time and 
place and should reinforce the mission or vision of the library.  
 
 
7.1 The Library utilizes strategy and tactics to increase community awareness of 
 the Library’s products and services. 
 
ESSENTIAL  
 
7.1.1 The Library spends at least 1% of its total operating expenditures to support 

marketing/public relations activities and staff.  
 
7.1.2 The Library communicates regularly with schools, organizations, businesses, and other 

agencies within the community.  
 
7.1.3 The Library participates in local events such as fairs, parades, festivals.  
 
7.1.4 The Library incorporates a recognizable library symbol on all publications and
 promotional materials.  
 
7.1.5 The Library maintains a list of media contacts and regularly sends them information 

about library events, programs and services.  
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7.1.6 The Library maintains a mailing list of community leaders, interest groups, and agencies 

and regularly sends them promotional materials.  
 
7.1.7 The Library uses three or more of the following venues to promote and publicize library 

services on a regular basis: 
  

 Advertising specialty items  
 Annual report (an edited report used for promotional material)  
 Direct mail promotions  
 Displays, exhibits, bulletin boards  
 General information brochure  
 Web site  
 Newsletter  
 Posters, flyers, bookmarks, brochures  
 Billboard ad  
 Radio or Television PSA and/or interviews  
 Blog 

 Some type of social networking media  
 
7.1.8 The Library recognizes all contributions to the library by way of personalized letters, 
 Board resolutions, press releases, plaques, or receptions, as appropriate.  
 
7.1.9 The Library conducts a regular image assessment of library facilities.  
 
7.1.10 The Library provides orientation in marketing/public relations principles for all staff.  
 
ENHANCED  
 
7.1.11 The Library spends at least 2% of its total operating expenditures to support 

marketing/public relations activities and staff.  
 
7.1.12 The Library has a written marketing/public relations plan updated within the past three
 years.  
 
7.1.13 The Library periodically conducts a community survey to determine the effectiveness of
 its marketing/public relations plan.  
 
7.1.14 The Library uses five or more of the following venues to promote and publicize library 
 services on a regular basis:  
 

 Advertising specialty items  
 Annual report (an edited report used for promotional material)  
 Direct mail promotions  
 Displays, exhibits, bulletin boards  
 General information brochure  
 Newsletter  
 Posters, flyers, bookmarks, brochures  
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 Billboard ad  
 Radio or Television PSA and/or interviews  
 Web site 
 Blog 
 Some type of social networking media  

 
7.1.15 The Library promotes the formation of and supports participation in a Friends of the
 Library group.  
 
7.1.16 The Library has a local library logo and slogan that is used on all publications and
 promotional material.  
 
7.1.17 The Library has planned and will market an appropriate level of service to any significant 
 ethnic or cultural population in the community.  
 
EXEMPLARY  
 
7.1.18 The Library spends at least 3% of its total operating expenditures to support 

marketing/public relations activities and staff.  
 
7.1.19 The Library updates its marketing/public relations plan annually.  
 
7.1.20 The Library employs a staff member whose primary responsibility is to plan, develop, 
 and implement marketing activities.  
 
7.1.21 The Library uses seven or more of the following venues to promote and publicize 
 library services on a regular basis:  
 

 Advertising specialty items  
 Annual report (an edited report used for promotional material)  
 Direct mail promotions  

 Displays, exhibits, bulletin boards  
 General information brochure  
 Newsletter  
 Posters, flyers, bookmarks, specialty brochures  
 Billboard ad  
 Radio or Television PSA and/or interviews  
 Web site 
 Blog 
 Some type of social networking media  

 
7.1.22 The Library has a Web site which provides access to the Library’s catalog.  
 
7.1.23 The Library utilizes people outside its own organization to perform periodic image 
 assessments of library facilities.  
 
7.1.24 The Library identifies volunteers, including board members and Friends, willing to act as 
 advocates for public libraries at the local, state, and national levels.  
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7.1.25 The Library participates in regional, state, and national promotions such as National 
 Library Week, Children’s Book Week, The Smartest Card, @ Your Library.  
 
7.1.26 The Library establishes community advisory groups, such as teens or older adults, to 
 encourage community involvement and improve service.  
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Appendix A 
 
Benefits     Compensation 
Insurance     Pay Periods, Paychecks, and/or Direct Deposit 
Retirement/401K    Compensation Program Review 
Holidays     Payroll Deductions/Garnishments 
Vacation Leave    Time Reporting and Overtime (FLSA) 
Personal/Sick Leave    Travel and Other Business Expenses 
Bereavement      -Expense Reimbursement 
Military Leave      -Mileage Reimbursement 
Leave Without Pay     -Continuing Education 
Voting Leave      -Conference and Meetings 
Jury/Witness Duty     -Professional Memberships 
Family and Medical Leave Act (FMLA)  -Education Assistance/Tuition Reimbursement 
 

Conduct and Performance  Employment 
Background Checks    At Will Policy Statement 
Substance Abuse    Equal Opportunity Employment (EOE) 
Sexual/Workplace Harassment  Americans with Disabilities (ADA) 
Performance Improvement Process  Recruitment Practices 
Conflict Resolution/Grievance Procedure Employment Classifications 
      Performance Appraisals 
      Termination of Employment 
 

Health and Safety    Workplace 
Violence and Weapons   Absenteeism and Tardiness 
Emergency Situations    Work Schedule 
Workers’ Compensation   Rest and Meal Periods 
Work Safety/OSHA    Employee Privacy/Confidentiality 
      Company Records 

Others to Consider   Employee Records 
     (based on size and need)   Dress Code 
Religious Accommodations/Absences  Telephone/Cell Phone Use 
Social Networking    E-mail and Internet 
Volunteers     Motor Vehicles 
      Smoking Restrictions 
      Public Relations/Media 
      Conflicts of Interest 
      Employment of Relatives 
      Visitors in the Workplace 
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APPENDIX B 

GLOSSARY/ACRONYMS 

ADA -- Americans with Disabilities Act. Federal legislation which guarantees rights of disabled 

persons. 

ALA -- American Library Association. The oldest and largest national library association in the 

world. Its concern spans all types of libraries. 

ALTAFF -- Association of Library Trustees, Advocates, Friends and Foundations. ALTAFF is a 

national network of enthusiastic library supporters who believe in the importance of libraries as 

the social and intellectual centers of communities and campuses 

Adequate access:  For wired networks, no computer needs more than a 25 foot network 

cable (e.g. the yellow cables from the Gates grant) run in a safe manner to reach a 

permanently installed network outlet.  For wireless networks, the wireless network should be 

accessible from any point in the library. 

Appropriately Lighted: lighted well enough to allow safe travel across parking lots and over 

walks up to the library entrance (usually 3 foot candles for parking and 5 foot candles for 

people moving around), without any significant pools of shadow, and without any unnecessary 

light pollution. 

CCTV -- Closed Circuit Television. Equipment that magnifies printed materials for the visually 

disabled. 

CE -- Continuing Education. Any program or workshop which provides educational instruction 

for public library staff or trustees. 

Clearly Visible: A person driving an automobile at normal speed on the street can see and 

recognize the sign in time to turn into the library parking lot. 

FTE -- Full-time equivalent. A prorated percentage of part time work hours based on a full time 

work week of 40 hours. 

HVAC -- Heating Ventilation Air Conditioning system. 

Kentucky State Board for the Certification of Librarians -- The governing body created in 

accordance with KRS 171.240 charged with assuring qualified staff in public libraries. 

KDLA -- Kentucky Department for Libraries and Archives. A state government agency providing 

leadership and support for the development and maintenance of library services throughout the 

state. 



 30 

KLA -- Kentucky Library Association. A membership organization of persons interested in 

promoting and improving all types of library service in the Commonwealth of Kentucky. 

KLTRT -- Kentucky Library Trustee Round Table. Kentucky’s equivalent to the American Library 

Trustee Association. 

Kentucky Public Library Association -- A section of the Kentucky Library Association, 

formerly called Public Library Section which focuses on public library services. 

KRS -- Kentucky Revised Statutes. The state laws of Kentucky. 

KTBL -- Kentucky Talking Book Library. A section of the Kentucky Department for Libraries and 

Archives which provides materials for visually and physically disabled persons. 

KYVL -- Kentucky Virtual Library. An electronic, “virtual” library that uses the Internet to 

provide access to quality databases and connections to information resources worldwide. 

LAN -- Local Area Network. The connecting of computers within a building into a shared 

system. 

MARC -- Machine Readable Cataloguing. A standardized format of cataloging library material 

records in order to convert to electronic data, thereby automating the circulation and the card 

catalog systems. 

MLS/MLIS – Master’s Degree in Library Science or Master’s Degree in Library and Information 

Science. 

OCLC – Online Computer Library Center. A not for profit computer service and research 

organization whose systems help libraries locate, acquire, catalog, and lend library materials. 

OPAC -- Online Public Access Catalog. The electronic version of the library’s card catalog. 

PLA -- Public Library Association. A section of the American Library Association which focuses 

on public libraries and librarians. 

Planning for Results -- A publication of the Public Library Association which outlines 

methods for long range planning by public libraries. 

State Aid -- Direct state aid to local public libraries, pursuant to KRS 171.2001, to enhance 

their services for the benefit of the citizens of the Commonwealth. 

TTY/TDY -- Teletypewriter. A system by which hearing impaired persons can communicate via 

telephone. 
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Up-to-date wiring:  (1) computers and network devices don’t share their circuit breakers with 

other devices, (2) the circuit breakers and wires leading to the outlets used by the computers 

and network devices are heavy enough to safely provide the electricity needed, and (3) these 

computer power outlets are located so that no computer has to use any extension cords (other 

than ONE surge protector) to reach a computer power outlet.  This definition applies only to the 

building’s electrical system from the breaker box to the wall outlet. 

Web Accessibility Initiative [WAI] -- Strategies, guidelines, and resources to make the Web 

accessible to people with disabilities; sponsored by the World Wide Web Consortium. 

 

 
 
 
 


